Most if not all medical schools require annual performance reviews to be conducted on all or a subset of the faculty. Despite being a common and recurring job expectation for academic leaders such as department chairs and division directors, such leaders are often poorly prepared to conduct effective reviews.
Resources included in the submission
• Instructor's guide (this document)
• Powerpoint slide deck (which includes speaker notes on each slide) 
Practical Implementation Advice
This workshop is planned for a two and a half hour session. If a facilitator would like to have participants complete a sample review (using the case studies, this session could be extended to three hours, the drafting of the review would take place at the end of the session after the discussion of the case studies -this is noted in the timeline below). Below is a suggested timeline for the 2.5 hour presentation and activities (with a notation made for the optional 30 minute review form writing activity). Substantive speaker notes are embedded in the slide deck itself. 
Suggested Timeline

Program evaluation data
Although few attendees submitted formal program evaluations, the workshop was well received when offered at the authors' institution. Six evaluations were submitted from the 18 institutional leaders that attended the workshop. Though few in number, the comments received on the program evaluation indicate a positive response. Attendees were able to identify something that they planned to act upon. In response to an openended question regarding what the attendee will incorporate in their future work, the presenters received the following representative comments:
• Good opportunity to reflect on own work as a reviewer 
Limitations and ideas for improvement
Given that annual faculty reviews are a recurring activity, the presenters plan to continue to refine and offer this workshop on a regular basis. Over time, more program evaluation data will yield a better understanding of the needs of our academic leaders and how to assist them in doing this important function to the best of their abilities. We also plan to experiment with various workshop designs and formats (e.g., online; shorter duration).
Further, the presenters are planning a companion workshop to this one designed to aid faculty members in preparing for their annual review. It takes reflection and dedicated preparation time in order for faculty members to reap the most benefit from their annual review. Over time, the evaluation data from this future workshop will inform our improvement efforts for the session intended for administrative leaders, and vice versa.
